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Contract ApprovalAccountability Template and Contract Outline Approval Contract Preparation

Performance Measure 

C12

Performance Measure C11

Entire Process – From Approved Template until Provider/Program Notified Agreement Encumbered

Performance Measure C2

Performance Measure 

C10

Performance Measure C9

Performance Measure C8

Performance Measure C7

Performance Measure C6

Performance Measure C5

Performance Measure C4

Performance Measure C3

Performance Measure C1

Decides to Contract 

for Services

Completes 

Summary AT/

Contract

Per AT Decision Tree

DCM Receives and 

reviews  Rider A 

Outline

Upon Approval of 

Direction by Office 

Director/Designee, 

Drafts Rider A Outline

Legal Review 

of Outline

Confirms Payment 

Schedule, Rider E

DCM 

Consulted on 

Payment 

Schedule, 

Rider E

Completes Contract Forms: 

AAF, BP37, Rider A, Payment 

Schedule, and Rider E.

Confirms and That 

Funding is Available to 

Support Agreement(s)

Updates Contract 

Allocation Plan (using 

AAF)

SPOC/CA prepares complete 

Agreement document -BP54, 

BP18

If competitive award, SPOC/

CA also compares to RFP for 

alignment.

Final Legal 

Review and 

Approval of 

Contract

Final 

Performance 

Metric Review 

and Approval 

of Contract

CRM Reviews 

Contract Package, 

Facilitates Approval 

of “Committee”

Target >= $750K

1. These approvals happen in 

parallel for efficiency.

2. CRM will decide who needs 

to review.

3. CRM will track who has 

approved.

This tracking sheet will be 

included with the contract 

when it goes for DHHS 

signature.   Emails to be saved 

in agreement folder.

Contract to Vendor 

for Signature

Facilitates DHHS 

Signature

DAFS Approval

Final Review 

and Approval 

of Contract

The review of the AT/Contract is intended to 

meet the Commissioner’s office expectation 

to ensure the use of funds, the services being 

purchased, and the way they are being paid 

for are all appropriate.

Reviews and 

Confirms That 

Funding is Available 

to support the 

service or 

agreement(s)

Drafts Rider A from 

Approved Outline

If Direct Client Services 

agreement, SPOC/CA sends 

Allocation Letter to provider, 

requiring a budget. This is 

received and reviewed by the 

Contract Budget Team

Compliance (Final) Review of 

Contract, including Budget, alignment 

with Rider A, Coding (4000/6000)

Programmatic Review 

of Contract Budget

AAG Legal 

Review of 

Contract

( If > $3M )

SPRC Review 

of Agreement

( If > $1M )

If service has multiple 

similar agreements 

(template style), only one 

Accountability Template 

needs to be filled out.  It 

will be submitted with a 

list of agreements. 

If service has multiple similar 

agreements, a list of 

agreements, providers, dollar 

amounts are and other key 

information is provided to 

DCM, who will create all 

agreements from this template.

Legal and OCQI Review 

happens with Template, Audit 

and Office Director at Contract 

Level 

Initial CRM Review 

of Draft Contract 

Package:

Rider A,

Components

Provider 

Signature of 

Contract

Approval of 

Exceptions to  

Standard 

Riders, as 

Needed

Approval of 

Exceptions to  

Standard 

Riders, as 

Needed

Final CRM Review of 

Contract Package, 

Approval of BP37

Changes From 

Multiple Sources

Notification to 

Program, Provider 

that Agreement 

Encumbered

Electronic Copy 

(PDF) to Program, 

Provider

Provider Completion 

and Submission of 

Contract Budget

DAFS Package:

BP54

BP37 

AAG Approval emails

AdvME CT  (Validated 

and Submitted)

Additional DHHS Info:

Agr Review Form, 

Agr Information 

Sheet, 

Other Support Docs

Changes

Review and 

Approval of 

Summary AT/

Contract 

Performance 

Measures

Final Audit 

Review and 

Approval of 

Contract

Expectations in 

Business Days:

3 Day Turnaround

5 Day Reminder

10 Day Escalation

Expectations in 

Business Days:

5 Day Turnaround

10 Day Reminder

15 Day Escalation

DHHS Signature:

> 250K: COO or Dep 

Comm of Finance

51K - 250K: DCM 

Dir/Dep Dir

< 50K: DCM CRM

Office Approval of 

Procurement, 

works with OCQI 

on AT/Contract


